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Job Description and Employee Specification [Customer Service Advisor]
Enterprise & Communities


	Service: 

	Enterprise & Communities

	Division:
	Community Operations


	Job Title:
	Customer Service Advisor


	Responsible to:
	Duty Supervisor/Assistant Community Venue Manager


	Grade:
	NLC4


	Conditions of Service:
	SJC


	Job Evaluation Reference:
	


	Date of last review:
	December 2025


	Job Outline

The Customer Service Advisor is responsible to the Duty Supervisor/Assistant Community Venue Manager for the efficient performance of receptionist duties as allocated.


	Main Duties and Responsibilities

Generic Duties:
1. To promote the organisation’s values through personal behaviour and by challenging behaviour in others that is contrary to these values.

2. Ensuring that the organisation’s policies, procedures and guidance are followed at all times.

3. To be responsible for the correct issuing of all receipts in relation to the type of transaction.

4. Receive and record accurately all telephone bookings and those made in person on the                      designated booking system.

5. To be responsible for cash register operations, cash reconciliation and security of all monies in your charge.

6. The maintenance of records and paperwork pertinent to these cash operations in accordance with financial regulations and operational policy.

7. To take an active role in the sales and promotion of goods or services within the Venue - including memberships, sports & fitness goods, classes, activities, parties and instruction.

8. The operation of the public address facility and the monitoring of the safety warning panels and directing responses to the appropriate Officer as required.

9. Dealing with customers enquiries in a courteous and efficient manner.

10. Ensuring delivery of the highest standard of customer service.

11. Assist with the promotion of and participate in initiatives to improve membership sales and maximise levels of member retention.

12. Maintain good housekeeping in the reception and foyer areas ensuring promotional items are tidy and up to date.

13. The provision of clerical assistance as and when required.

14. Being responsible for the operation of the centre’s telecommunications system.

15. Satisfactory attendance at any training courses appropriate to your post and specified by Management.

16. Ensuring that the Health and Safety at Work policy and procedures are adhered to at all times.

17. Any other duties deemed to be within the capabilities of the post. 

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.



	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· Receptionist or Administration qualification
	
	X
	Verification/Application Form/Interview

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Previous moderate experience in customer related service industry
	X
	


	Application Form/Interview

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Customer Care skills 
	X
	
	Application Form/Interview

	· Telephone techniques

	X
	
	

	· Excellent communication skills 
	X
	
	

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Tidy appearance
	X
	
	Interview


	· Polite manner
	X
	
	

	· Friendly, Helpful
	X
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